Event Nama:

Ewvent Date:

Ewvent Tima:

Social Madia Manager(s)
assigned to event:
Ewvent goals for social
and mizssion statement:

Event Hashtag:

Pre-Evant Planning

+ Craate timaline for event promaotions
and anmnouncements

¥ Create visual elements o support
your event across all channels

v Croate event pages on Facebook
and Linkedin

+ Submit 1o relevant directories such
as GarysGuide.com,
Webinarl Istings.com

¥ Claim location on Foursquane and
set up offers

mambers 1o monitor and engace
with your social channaks
& ¥ Assionor hire a photographar

Pre-Event Social

{1-2 weeks before avent)

Facebook

v X poats par day

« ¥ pieces of visual content per week
o Meme
o |niographic
o Camic

v X pakd promotion posts per week

« Participaile in or create event Facebook
Group

Tevitter

v X tweats par day

¥ X partner iweals par day

¥ X promoled twoats per week

¥ Build evant list including all keynoias,
pariners, and cuslomers who will
be attending

+ Build privaie list 1o manitor competiions

Googla+
« ¥ posts per day

Linkedin
v X posts por day

+ Dasignale social media tactical team - Participaie in relevarnt Linkedin

conversations ancund event

Pintarasz

+ Create evant-themed Pinterast board
¥ Pin X related images 1o board per woak
¥ Create Pinterest contast for event

Blog

¥ Create X blog posts per week

+ Post Xinfographics per week

During Event Social

¥ Interview atiendees, customars,
speakers, influencers for blog
and social content

Facebook
+ ¥ posts per day
v X pholps posted par day

Twitiar
v X bweets par day
+ Tweet out presantatons at tha start
of each sasgion (if you have a sassion)

v X influencer and partner tweals par day

+ Moniior event hashtag and company
mantions

+ Retwesat and reply back o inleresiing
points and guestions from attencoeas

¥ Encourage employees who arg
attending the avant to engage by
posting updatas, photos, and
retweating as wall

Googla+

¥ X posts par day

¥ Maonitor haghiag and company
mentions

+ Host live Googhe+ hangout

Linkedin

¥ X posts par day

¥ Monitor Linkedln groups for evant
redevant contant

Liva Blogging
¢ X posts per day live from the avent

Post Event

¥ Post-avent conient assassmant:
videos uploaded 1o YouTube, phatos
posted 1o Flickr

¥ Measure the buzz with
wiww.hashtracking.com

¥ Sum up the besat tweats with
www.stonfy.com

Blog

¥ Wrap up blog post about event
¥ X blogs summanzing individieal
sessions and offering sfides

Social Metwaorks
¥ Connect with and thank Influencers
+ Promote follow-up materials




